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3. BW Bookmarks

4. Customized 
Bookmarks

2. Core Financial
Module

1. Headquarters Home Page

LOCATE YOUR BOOKMARK WEB PAGELOCATE YOUR BOOKMARK WEB PAGE
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REVIEW OVERALL BUDGET STATUSREVIEW OVERALL BUDGET STATUS

Notes:

Sample Report

Budget -minus- Commitment =equals=
Available 

Budget

Divisions
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REVIEW TRAVEL DETAILSREVIEW TRAVEL DETAILS
Sample Report

FILTER FOR A SINGLE VALUEFILTER FOR A SINGLE VALUE
To narrow down the report for a certain value, click on the valuTo narrow down the report for a certain value, click on the value e 
to bring up the Enhanced Menu and select to bring up the Enhanced Menu and select Fix Filter Value to AxisFix Filter Value to Axis..

Demo and Review:Demo and Review:

Fix Filter Value to Axis for:
Cost Center, Nations Bank, 
Traveler Name

Remove Sub Totals
Click on “Result”
Enhanced Menu | Properties
Suppress Results Rows = Always
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2. A Bookmark ID will be created in the URL.

https://bwprod01.ifmp.nasa.gov/SAP/BW/BEx?SAP-LANGUAGE=E&BOOKMARK_ID=3R6A5WU5T4V0P1UGUB3PQZFE2 

1. Click on the Bookmark icon. click

SAVE A REPORTSAVE A REPORT

SUGGESTION: 
Create a New Folder 
for your BW Reports.

Name Your 
Favorite

3. Add the page to your Favorites in Internet Explorer. 
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REVIEW EXPORT FORMATSREVIEW EXPORT FORMATS

Excel Output

CSV Output
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EXPORT DATAEXPORT DATA

Export Directly to Excel

1. From the Toolbar, click the Export to Excel Icon

2. Save file as an Excel file and use the browser’s BACK button to return to 
BW.

Export to Excel via CSV

1. From the Toolbar, click the Export to CSV Icon

2. Text will appear in an Excel sheet.

3. Highlight Column A

4. From the menu, select Data | Text to Columns

5. Original Data Type = Delimited  - Click NEXT

6. Delimiters = Semicolon  - Click NEXT

7. Click Finished

8. Save File as Excel and use the browser’s BACK button to return to BW.

click

click

TIP:TIP: Within Excel, use Data | Auto Filter to narrow down data in a 
spreadsheet.
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DISPLAY GRIDLINES WHEN PRINTING FROM THE BROWSER

Example
BEFORE SETTING CHANGE AFTER SETTING CHANGE

Take the following steps to include gridlines and shading when printing 
reports in the browser:

1. From the menu, select Tools | Internet Options

2. Click on the Advanced Tab

3. Scroll down to Printing and check the option to 
Print background colors and images

4. Click OK to save the setting.

REVIEW PRINTING TIPSREVIEW PRINTING TIPS

ZOOM OUT TO FIT DATA ON THE PAGE
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